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Sending documents via email attachment is strongly discouraged, as email is not a secure medium and attachments can 
be stored indefinitely on email servers over which our firm does not maintain control.   
 
Instead, we recommend using our hosted ShareFile portal for sending and receiving documents with sensitive 
information. ShareFile is encrypted and documents are permanently deleted after a period of time.   
 
The following is a brief how-to for use (receiving on page 1; sending on page 4). 
 
To Receive Documents from Finney Neill:  

 
Note: ShareFile is a static, temporary storage system. Do not edit documents stored within it, as the changes 
will not save. Instead, download the file to your device and edit it there. You can then upload the edited 
document to us (see page 4). 
 

1. Embedded in an email, click the button “Download Attachments” 
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2. A login is not required; simply fill out your email and first/last name (company name is not required) and click 
“Continue” 

 
 

3. You may now view the document(s) in your web browser.  We recommend downloading the file(s) to your 
computer in order to access them in the future. The portal system deletes files after a period of time for 
security purposes – the portal is not intended to be a long-term storage service. 
 

a. If you were sent more than one document, a preview of each document is available and can be viewed 
in your browser or downloaded. 
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b. If you were sent one document, it is automatically viewed in your browser and available to be 
downloaded. 

 
 
Note: ShareFile is a static, temporary storage system. Do not edit documents stored within it, as the changes will not 
save. Instead, download the file to your device and edit it from there. You can then upload the edited document to us 
(see page 4). 
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To Send Documents to Finney Neill:  
 

1. Before you start: If any of the documents require a password to open, please be sure to send that to us either in 
a separate email or as a note typed into a word document and uploaded with all the other files. 
 

2. Access the portal by clicking on the link in one of our email signatures. 
 

3. A login is not required; simply fill out your email and first/last name (company name is not required) and click 
“Continue” 

 
 

4. To add the first document, you can either click-and-drag from your computer’s desktop (or file folder) to the box 
on the page or click “browse files” and select those you wish to upload.  
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5. To add additional documents, either continue to click-and-drag files to the box on the page or click “+Add files” 
and select those you wish to upload. Click “Upload” located at the bottom. 

 
 

6. Ensure the system status indicates “Uploaded” for all documents.  You may also receive an email from ShareFile 
confirming the upload occurred.  Close the application and enjoy a beverage – you’re done. 

 


